ELECTRONIC CAPABILITY REQUEST (E-CAPR ) SUBMISSION

STANDARD OPERATING PROCEDURES (SOP)

Effective 1 February 2001, the Deputy Chief of Staff for Information Management will no
longer accept paper copies of the Capability Request (CAPR).

1. The Capability Request (CAPR) has been converted to an Electronic Form and is
now available in FormFlow with the number MTDC-1E. Commander’s, Directors or
Division Chiefs must sign the form under the “Functional Requirement Validated” area
with their electronic digital signature.

2. Signing the electronic CAPR form is the same as signing electronic TDY orders.
Individuals must tab to the "Functional Requirement Validated" field and type in their
appropriate password.

3. Centrally Funded: When requesting Information Technology equipment and
services that are centrally funded it is mandatory that the following fields be completed:

Requesting Organization and Location

Point of Contact with phone number and e-mail address
Requirements

Justification

ooy

4. Requesting Organization/Subordinate Unit Funded: When Information
Technology equipment and services are funded by the requesting organization or
subordinate unit, it is mandatory that the following fields be completed:

a. Requesting Organization and Location (exact address of where equipment
is to be mailed)

b. Point of Contact with phone number and e-mail address

c. Requirements

d. Justification

e. Resources NTE: Annotate dollar value in appropriate field
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5. Upon completion of the Electronic CAPR form, save your form by:

a. Selecting Data from menu bar

b. Select Save As

c. Select location where you want the data to be saved
d

. Select OK
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6. Once you save your data you can return to the form by:

a. Selecting Data from menu bar
b. Select Open Data
c. Select OK

7. You are now ready to forward the form to appropriate offices. To send the form to
approving authority:

a. Select[ File] Select [ Send Form ]

b. Select [ Compose ] and TYPE “Brief Description” on the “Subject” line

c. Select [ Address.. ] Select recipients in the order thatthe CAPR will be
processed: Functional Approving Authority, DSCCAPR, and CAPR POC.
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d. Select [ Route ] Select [ Sequential ]

e. Check that the “Arrow” is pointing to the Addressee who is to receive the
Form.

f. Select [ OK ] and the form will be routed to the Email Addressee who has
the “Arrow” beside their name.
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8. The CAPR is only a "Requirement Approval” form and not the procurement
document. To ensure equipment accountability the Procurement POC should
coordinate all CAPRs with their respective Property Book Officer (PBO).

Rose Y. DuBose

Ch, Architecture & Policy
Coml: (757) 878-8870 DSN: 927-8870
email: duboser@mtmc.army.



